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RATING OFFICIAL ACTIONS 

TO COMPLETE END OF YEAR ANNUAL ASSESSMENT 

Note:  These steps start after the rating official has received the employee’s self assessment (if one has 
been submitted). 
 
Step 1 Navigator screen:  Select “My Workplace”  “NSPS Appraisals (My Workplace)”: 

 

 
Step 2 Performance Appraisal Application Main Page:  Select the “Update” icon (blue pencil) 

for the employee you are going to rate.  Note:  the performance plan must be in an 
approved status before you start this step. 
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Step 3 Rating Official Review screen:  Select the “Update Plan/Appraisal” button: 

 

 
Step 4 Update Plan/Appraisal screen:  Scroll down to the job objectives and employee’s self-

assessment areas:   
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Step 5 Review the employee’s self-assessment, then select the “Update” icon (the blue pencil) 

by the first job objective to begin the rating process: 
 

 
Step 6 Update Job Objective screen:  Scroll down to the “Job Objective Rating” block: 
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Step 7 Use the drop-down menu or type in the Job Objective Rating (1 to 5) 

• To view the criteria for each rating level, select the “Show Job Objective Rating” link.   
 
Use the drop-down menu to enter a +1, 0 (Neutral), or -1 for the “Contributing Factor 
Impact” block  
• To view the descriptors, select the link.   
• The adjusted rating is automatically calculated.   
 
Select “Save and Update Another” to move to the next objective. 
 

 
 

Step 8 Repeat steps 6 and 7 for each job objective.  When you are done rating the last job 
objective, select the “Save and Return to Update Page” button. 
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Step 9 Scroll down to the Rating of Record and Assessment area (bottom of screen) and enter 

your supervisory assessment of the employee’s performance.  Note:  If information is 
entered in the Component Unique Information block , when the appraisal is transferred 
to the employee the employee will see the information.  This block should remain blank, 
as no component use has been established at this time.   
 
• Note the character counters.  Limit is 8000 characters for the Rating Official assessment . 
 
Select “Save and Continue” when done.   
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Step 10 Rating Official Review screen:  Select the “Submit Recommended Ratings” button: 

 

 
Step 11 Submit Recommended Ratings:  Rating Official screen:  Scroll down to the Rating of 

Record and Assessment area.  Enter your recommended number of shares (this is 
dependent on the rating of record), and your recommended salary increase percentage 
(the system calculates the bonus percentage).   
 

 
 

Step 12 Submit Recommended Ratings:  Rating Official screen:  Select the “Next” button: 
 

 
 

Step 13 Give Recommended Ratings:  Review screen:  Select the “Submit to HLR” button: 
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Step 14 Submit Recommended Ratings to Higher Level Reviewer screen:   

 
There are two options for the Higher Level Review (HLR): 
• Option A:  Transfer the plan/appraisal to the higher level reviewer within the PAA. 
• Option B:  Document that the higher level review took place without transferring the 

plan. 
  
If the HLR name is not correct or is missing, follow step 15 before proceeding.   
 
If the HLR name is correct: 
• Option A:  Select the “Transfer to HLR” button. 
• Option B:  Complete the Review Date and Method of Review blocks, then select the 

“Save” button, then proceed to step 17. 
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Step 
15 

(change 
HLR 
only) 

IF THE HLR NAME NEEDS TO BE CHANGED: 
 
To change the HLR, type in some or all of the correct name (last name – comma – first 
name) in either the Change Higher Level Reviewer block if using option A, or the 
“Approver” block if using option B.  Then select the “Search” icon (the flashlight).  
 

 
On the “Search and Select: Change Higher Level Reviewer” window that displays select 
the “Quick Select” icon next to the correct HLR name (there may be a list of matching 
names).  The new HLR name displays as the Higher Level Reviewer (option A) or the 
Approver (option B).  
 
If you do not see the correct name, revise the way you entered the name.  For instance, 
use just a first initial instead of the entire first name, or omit the first name or initial 
entirely.  In DCPDS, names may be in somewhat different formats.  John Smith Jr. may 
appear as Smith Jr, John.  Or John Smith may actually be Smith, Jonathan.  In either of 
these cases, entering “Smith, John” would not result in a match.   
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Step 16  

 
Once the HLR name is correct: 
 
Submit Recommended Ratings to Higher Level Reviewer screen  
 
Select Option A or B: 
 
Option A:  Select the “Transfer to HLR” button  
Option B:  Select the “Save” button. 
 

 
Step 17 
(Opt A 
only) 

Option A only, Information screen:  Select the “Yes” button to transfer the appraisal to 
the named HLR: 
 

 
 

 10



 
Step 
18 

You return to the Main Page.   
 
• Option A:  If the HLR approves your recommendations, the appraisal is ready for the 

pay pool panel and the final rating decision by the Pay Pool Manager.  If the HLR 
wants something changed, the HLR returns the appraisal to you to make that change.  

• Option B:  The appraisal is ready for the pay pool panel and the final rating decision 
by the Pay Pool Manager.   
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HIGHER LEVER REVIEWER ACTIONS 

Review the employee and supervisory assessments and the rating official’s 
recommended ratings; approve the ratings or return the appraisal to the rating 
official for changes (the HLR does not make any changes on the appraisal). 

Note:  if the rating official documented the higher level review rather than transferring the 
appraisal to the higher level reviewer, this step will not be performed. 
 
Step 1 Navigator screen:  Select “My Workplace”  “NSPS Appraisals (My Workplace)”: 

 

 
Step 2 Performance Appraisal Application Main Page:  Select the “Update” icon (blue pencil) 

by the person whose appraisal you are reviewing: 
 

Note, you can filter the appraisals on your main page to show only HLR appraisals, or 
“My Appraisals” (your direct reports); also you can filter on a specified year. 
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Step 3 Details: Higher Level Reviewer (HLR) for Recommended Ratings screen:   

 
• On the top part of the screen, you can view the recommended job objective ratings (use the 

Details links to see more). 
• Scroll to the bottom part of the screen to see the assessment blocks (next page). 
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Step 4 

 
 
 
 

Details: Higher Level Reviewer (HLR) for Recommended Ratings screen (bottom):   
 
• At the bottom part of the screen, you can review the employee and rating official 

assessments.   
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Step 5 Details: Higher Level Reviewer (HLR) for Recommended Ratings screen (top):  You 

have two courses of action – approve the recommended rating, or return it to the rating 
official for correction. 
 
• If approved, follow step 6.   
• If returned, the rating official needs to make the changes and resubmit the recommendations 

to you. 
 

 
  

Step 6 Confirmation screen:  Select “Yes” to approve: 
 

 
At this point the appraisal is no longer on your Main Page. 
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DISPOSITION OF APPRAISAL 

(after Higher Level Reviewer approval) 

 
Performance Appraisal Application Main Page (rating official):  After the higher level reviewer has 
approved the recommended rating, the rating official sees the updated appraisal status of “Pending PPM 
Approval,” the Pay Pool Manager is the new “owner,” and no changes may be made. 

 
 
 

• The Higher Level Reviewer will not see the appraisal on his/her Main Page.   
• The Rating Official will see the appraisal listed but will not have ownership and will not be able to 

make changes.    
• The employee will see the appraisal listed, but will only have view capability (cannot update) and will 

not be able to see any recommended ratings or the supervisory assessment. 
• The Pay Pool Manager is now the owner of the appraisal. 
 
If further changes are needed prior to the pay pool panel meeting, the Pay Pool Administrator has the 
capability of “returning” the appraisal to the rating official to allow changes to be made.  This is done by 
changing the status of the appraisal from “Pending PPM Approval” to “PPM Returned for Review.” 
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